
EEA ePLACE Portal

Air Quality – 50% or 25% Facility 
Emission Cap Application

Instructions for Online Filing
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MassDEP, Bureau of Air and Waste



EEA ePLACE Portal

AQ5025 Emission Cap

� How to create an account in ePLACE
� How to file an online application 
� How to check your application status 
� How to get help
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EEA ePLACE Portal

Register for an Account

• Create or Log-in to your 
account in eLicensing

• First time users click here

• Be sure to provide your 
full name, address, and 
contact information when 
setting up your account.
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EEA ePLACE Portal

File an Online Application

• Click here to start (if you don’t already have a 
certification and this is the first time using this system)
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EEA ePLACE Portal

File an Online Application

• Read and accept  the Terms and Conditions

• Click the checkbox and click “Continue”

5



EEA ePLACE Portal

File an Online Application

• Click on “Energy and Environmental Affairs” and “Apply 
for a DEP Authorization”
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EEA ePLACE Portal

File an Online Application

• Click “Air Quality” to see the available applications

• Select 50% or 25% Facility Emission Cap and Click 
“Continue”
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EEA ePLACE Portal

Identify your Facility

• Search for an existing 
facility by entering name 
or address and click on 
“Search”.

• If not found, click on 
“Clear” and use different 
or fewer criteria

• If still not found, add as 
new facility by typing in 
the facility information as 
required (see red asterisk)
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EEA ePLACE Portal

Search Facility

• Based on what you have 
searched for, a list will be 
returned with all possible 
matches.

• In the example here the search 
was for a street named 
“Hampden”

• Click on the button to the left of 
the facility name and click 
“Select” or 

• Click “Cancel” and search 
again
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EEA ePLACE Portal

Identify Facility Owner

• Click “Look Up” to find Facility Owners already 
registered with DEP

• Or add a new Owner
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EEA ePLACE Portal

Look Up Facility Owner

• Search for an existing 
Contact by a entering 
name and click on “Look 
Up”

• Select your contact from 
the list and click “Continue”

• If not found, click on 
“Clear” and try with fewer 
criteria

• If still not found, click 
“Cancel”
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EEA ePLACE Portal

Add a New Facility Owner

• If there is no registered 
owner, click “Add New” 

• Provide all information in 
the new window that 
opens

• Click “Continue”
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EEA ePLACE Portal

Save and Resume

• At some point in the process, you should click the “Save and 
Resume” button.

• When you do this, the system will send you an email with a PIN 
Number. 

• Share this number (forward the email) with the Responsible Official 
who will be submitting the application under their signature. 
Instructions for how to activate this PIN are available on the 
ePLACE website.

• Once you click on “Save and Resume” the system will return you to 
a page with a list of “Your records”

• Click on the blue “Resume Application” link next to the application 
line item to continuing completing the application.
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EEA ePLACE Portal

Step 2. Application Information: Notification Statement

• Click on “Instructions” for more 
information about this 
application

• If your facility already has an 
emission cap, choose “Yes” & 
provide the “Authorization 
Number” and “Date Issued” for 
each of your approvals

• If your facility does not already 
have an emission cap, choose 
“No”

• Click “Continue Application”
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EEA ePLACE Portal

Step 2. Application Information: Current Emission Cap

• If your facility already 
has an emission cap, 
indicate the cap for each 
of the requested 
pollutants

• If there is no current cap, 
leave the field blank (do 
not enter zero)

NOTE: A cap is a limit 
established by a permit

15



EEA ePLACE Portal

Step 2. Application Information: Actual Emissions

• Provide the actual emissions (in tons) of each pollutant emitted from 
your facility for the previous calendar year.

• Click “Continue Application”
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EEA ePLACE Portal

Step 2. Application Information: Emission Cap

• Check the box to indicate the emission cap level that you 
are seeking.

• Each pollutant will be subject to the cap established by 
this application

• Click “Continue 
Application”
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EEA ePLACE Portal

Step 3. Applicant and Contributors

• The Applicant Information box will show the name and address of the person 
currently logged into the application. This is the applicant. If the person filing out 
the form is NOT the “Responsible Official” for the Facility, they are not the 
applicant, please log out and have the Responsible Official log in to complete the 
form.

• Click “Continue Application” if the correct person is shown as the applicant. Ignore 
the “Edit or View” link- this has been disabled.
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EEA ePLACE Portal

Step 4. Review

• Review your application

• Click “Edit Application” if 
you want to update or 
change any information 
you provided.
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EEA ePLACE Portal

Step 4. Review & Certify

• Read the certification 
statement 

• Check the box agreeing to it

• Click “Continue”

• ONLY the applicant in whose 
name the certification will be 
issued should click on this box 
and certify the application
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EEA ePLACE Portal

6. Record Issuance
• When you successfully 

submit your Notification 
you will receive the 
following notice.

• You will also received a 
Record ID so you can 
track the status of your 
application on line

• Go to your “My Records” 
page to see the status of 
an application
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EEA ePLACE Portal

After Submittal

• The following Notifications will be sent you to via email:

� Authorization PIN – Allows you to share your application for any 
reason.

� Confirmation of Application Submission and Payment Information –
Information about payment. This notice will include you application or 
Record Number.

� Proof of Record – A  printable copy of your application minus 
attachments. This will be sent approximately 5 minutes after 
submission.
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EEA ePLACE Portal

Your Records in ePLACE

• Every application you prepare or submit will be saved in 
a file associated with you account in EEA ePLACE.

• From the “Your Records” screen you will be able to:
� Resume Application – If you decided “Save and Resume” during the 

application process, you can resume here.

� Edit – If your application is not complete or requires a change after 
submission, you may be given the option to edit here after the Department 
has confirmed this.

� Pay Fees Due – If you have fees that are due (or fees that have been paid 
by mail but have not been processed yet).
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EEA ePLACE Portal

Accessing Your Records

• Log in to EEA ePLACE 
Portal

• Click “My Records” 

• Click  the “►” in front of   
“DEP” on the next screen
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EEA ePLACE Portal

• View list of Applications/ 
Authorizations associated 
with your account.

• Status indicates current 
status

• Actions are also shown 
here (see next page)
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EEA ePLACE Portal

To Get Help

• Questions about your ePLACE Account (account set up, 
password, find a form, make payment, My Records)

• ePLACE_helpdesk@state.ma.us. 

• or call (844) 733-7522 (7:30 am – 5pm, M-F)

• Questions about the Program Requirements for this 
certification.

� Regional Permit Chief
� Don’t know which region to contact? See 

http://www.mass.gov/eea/agencies/massdep/about/
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